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BPW Objectives

 The Business Process Workshops will provide:

« An overview of the Accounts Payable business process,
Including key terms and functionality being implemented

« Understand the next steps in the implementation phase
« Know how to get assistance from FI$Cal
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FI$Cal’'s Accounts Payable Benefits

« Paper Claims Replaced
« Statewide Supplier File

« Supplier File will contain employees receiving payments within
FI$Cal

« Travel Advances and Expenses from CalATERS will be
interfaced to FI$Cal

1 Invoice = 1 Voucher

* Online Approval Workflow

« Department Check Printing

« User-friendly reports

« Real-time search online (payment status/voucher history)
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Account Payable Overview

Billing SC(sjyg'?eynTsent

Inter Departmental

Warrant
Invoices file
2 . Cash
E ePro/ Purchasing
AGoBALY Management
EFT

Supplier ~ Travel & Check Purchase Payment
Address  Expense Details Orders

Payments

y

Create & Process 1099
Create

P
. Process rocess Withholding
Supplier Payment

Voucher

Details

Confidential User

. —>
Asset Project related Expendltures 1099 ' REPORTS
Purchases Expenditures & Payables Withholding
¢ * v * AP Aging Report
*  Open Prepayments
Asset . . *  Detail Payment Report
Management Project Costing General Ledger by Status
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AP End-User Roles

FI$Cal End-User Role

AP Supplier Processor

Responsibilities

« Create a new supplier

* Request updates to existing supplier

« Maintain 1099 Department data

* Process 1099 adjustments

* Run 1099/Reportable Payment Report

AP Processor

» Create vouchers

* Research or voucher Inquiry
« Maintain vouchers

 Run AP Reports

Create & Create & ; 6
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AP End-User Roles (continued)

FI$Cal End-User Role
AP Approver

Responsibilities

AP Approver 1
AP Approver 2
Review/Approve vouchers in workflow

AP Payment Processor

Run Pay Cycle
Approve Pay Cycle
Create Payments
Void/Stop Payments

Create & Create & ;
Introduction Maintain Approve ggl%%tr?tps) R el?)?t?n
Supplier Vouchers Y P 9




Cal

One state. One system.

AP End-User Roles (continued)

FI$Cal End-User Role

Responsibilities

AP Maintainer

« Manage Match Workbench

* Maintain Voucher Build Errors
« SpeedCharts

« Commitment Control activities

AP Confidential User

« AP Confidential Reporter
« Has access to Confidential Purchasing, AP,
AR and Supplier information

Create & Create & ; 8
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Create Supplier Overview

The following functionality will be provided to departments:

« Departments can access the Vendor Management File (VMF) to add or view
supplier information

* Unique supplier IDs will be created within FI$Cal for each supplier and
shared across departments

« Each supplier will be validated and approved by the Vendor Management
Group (VMG) before it can be used to source a requisition, create a
Purchase Order (PO), or create a voucher

« Departments submit changes to the supplier record using the online Supplier
Update Request Form (SURF) in FI$Cal

« 1099 reportable suppliers will be identified in FI$Cal
« The Supplier File will also contain Employees receiving payments within FI$Cal
« Supplier and employee SSNs will be masked in FI$Cal

Create & : 9
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Processor: Create & Maintain Supplier/Employee

— — — —
' — — — — — — — — — — — — — — — — — — — — — q

AP Supplier Processor I |Sca|\_:
| i 1 1| |
Receive =~ | | searchfor Enter New Save Supplier VMG Validates
Invoice/Supplier 1=> Supplier ) Supplier > Information > Supplier
Request Form P PP PP
» Department = Search for = Add a new * The new = FI$Cal will Approve
receives STD 204 Supplier/Employee in Supplier/Employee Supplier/Employee or Deny
= Department FI$Cal and Attachments record is saved in an = FI$Cal will identify
receives address = |f not found, Add (such as STD 204) Unapproved status potential duplicates
change Supplier/Employee " If Withholding = FI$Cal routes new = Department will
= Supplier/Employee supplier, input supplier record to resolve issues as
found, submit SURF to withholding VMG via workflow needed
add/change address information
Key Impacts

- FISCal flags duplicate suppliers, assigns a unique Supplier ID, and accommodates multiple
supplier remit address and contact information.

- Statewide tracking of purchasing by supplier (flagged by Open for Ordering).

- System checks for duplicate entry of Suppliers/Employees across departments.

Create & - 10
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Create/Maintain Supplier Screenshot

Favorites - | Main Menu - > Suppliers = > Supplier Information - > AddfUpdate » > Supplier

SCals,

| Identifying Information || Address ” Contacts ” Location || Custom

SetlD STATE “Supplier Name
Additi I N
Supplier ID NEXT itional Name

+Supplier [ withnolding
Short Name M open For Ordering
*Classification[ {Invalid Value) | | Check for Duplicate |
HCM Class | | *Supplier Audit
*Persistence [Regular | Supplier Audit
*Supplier Unapproved
Status | Expand All || Collapse All

Confidential
Attachments (0)

Supplier Relationships

Introduction

| Corporate Supplier
Corporate SetlD STATE

Corporate Supplier ID NEXT

Create Bill-To Customer
[ create Bill To Customer
b Supplier Rating
b Supplier Logo
) Additional ID Numbers
b Duplicate Invoice Settings
» Government Classifications

b Standard Industry Codes

b Additional Reporting Elements

Create &
Approve
Vouchers

End-User
Roles

[ interunit Su pplier
InterUnit Supplier ID Q

Supplier Hierarchy

Void/Stop 1099
Payments Reporting
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Supplier Update Request Form Screenshot

Favorites « | Main Menu - > Suppliers » » Supplier Information ~ » Add/Update » > Supplier Update Request Form
“Cals,
| Form || Instructions || Attachments

*Subject

Vendor Update Request Form

Priority [ 3-Standard

v| Due Date

Status Imitial

Part 1: Vendor Information

*SetlD Q
*Vendor ID
Vendor Name

Reasons/Comments

Part 2: Vendor Address Information

BidSync SupplieriD

Vendor Statusl

*Select Add/Change |

e

Select Address ID Q
AddressDescription
Address Line 1
Address Line 2
City

Country Q
State
Postal Code

Reason/Comment

Part 3: Vendor Contact Information

Calnnt AAAl Chanma |

End-User

Introduction Roles

Create &
Approve
Vouchers

Void/Stop
Payments
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Create Voucher

» Vouchers can be created either by:
Entering data online
Using a spreadsheet upload
Using the inbound voucher interface

« Agencies will have the ability to classify vouchers through Cash Types to
create payments for:

Checks
Agency Trust
General Cash
ORF
Warrants
SCO-issued

Create & 8 13
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Voucher Key Terms

Term Definition

Voucher An electronic transaction created for the processing
of supplier invoices, apportionments, employee
expenses

Regular Voucher |Used for entering non-PO vouchers, PO vouchers,

Style salary advances, and travel expense related
vouchers

Prepaid Voucher |[Used for entering prepayments such as supplier
Style prepayments and travel advances

Single Payment |Used for entering a voucher for a supplier without a
Voucher Style supplier record in the supplier table

Create & 8 14
: End-User o Void/Stop 1099
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Voucher Key Terms (continued)

Term Definition

Invoice An itemized bill for goods sold or services provided,
containing individual prices, the total charge, and
the payment terms

Purchase Order |A commitment from an organization (business unit)
(PO) to suppliers to purchase goods or services from
that suppliers; creates an encumbrance in FI$Cal

Journal Voucher |Used for correcting the accounting entries on a
Style posted or paid voucher and will not affect the dollar
value on the original voucher

Create & 8 15
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Voucher Key Terms (continued)

Term Definition

Matching Compares a voucher with the PO and/or receiving
and inspection document confirming that payments
are only made for goods and services that have
been ordered, received, and inspected

Budget Checking |The process of comparing expenditure or revenue
transactions against a defined budget

Voucher Posting |The process of creating accounting entries for
vouchers, such as expenses and accounts payable
liabilities

Workflow Used for voucher approval routing

Approval

Create & 8 16
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Processor: Create Online Voucher

AP Processor I

I_______T______.l

Receive Invoice —>{ Enter Voucher |—> Attach Invoice > Save Voucher

SCal\!

Budget Check
and Match

= Agency receives = Key invoice = Attach supporting » FI$Cal checks for

invoice from information into FI$Cal documentation duplicates

supplier to create voucher = (for example, a = Confirms Gross

» Invoices are date = Search for PO and/or scanned invoice or Amount matches Invoice
stamped receipt, if required receipts) Line amounts

= Unique Voucher ID
assigned to voucher

= Copy PO and/or
receipt into voucher

= Runs on system
Batch Process

= Budget Check
process

= Matching
(required for PO
Vouchers)

Create & 8 17
: End-User o Void/Stop 1099
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Key Impacts

- FI$Cal replaces paper claims.

- Electronic approvals replace wet signatures on the claim
schedule.

- One voucher can be associated with multiple
funds/appropriations and distribution lines.

- Create standard invoices and/or invoices associated with a
Purchase Order.

- The maintain voucher process is completed in FI$Cal.
- FI$Cal routes vouchers for approval workflow process.
- Relates the two vouchers to each other.

Create & 8 18
: End-User o Void/Stop 1099
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What is Matching?

 The Matching process compares a
voucher with the purchase order
and/or receiving and inspection

e Purchase Order
e \/ouchers

documents confirming that /
payments are only made for goods
and services that have been C—
ordered, received and inspected. plReceipts
¢ Vouchers
« FI$Cal requires purchase orders for
goods and services provided.
e Purchase Order
* The system will automatically e )

® \/ouchers

perform matching based on the
purchase order.

Create & 8 19
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Voucher Entry Screenshot

Favorites | Main Menu - > Accounts Payable ~ > Vouchers - > Add/Update - > Regular Entry

FloCal,

Voucher

| Eind an Existing Value |[ Add a New Value |

Business Unit: I:'Q

Voucher ID:

Voucher Style: | Regular Voucher o

Supplier Name: [ @,
Short Supplier Name: |:|Q

Supplier 1D: |:|Q

Supplier Location: [ &

Address Sequence Number: Ijki
Invoice Number: [

Invoice Date: |:|E?J

Gross Invoice Amount: [ 0.000|
Freight Amount: [ 0.000)
Sales Tax Amount: [ 0.000)
Misc Charge Amount: [ 0.000
PO Business Unit: [ =

PO Mumber: |:|Q

Tax Exempt Flag ™

Estimated No. of Invoice Lines:

20
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Voucher Screenshot (Header Level)

Favorites = MainMenu + > Accounts Payable~ » Vouchers» » Add/Update« > Regular Entry

“Cal\,

| Invoice Information || Payments ” Voucher Attributes

Business Unit 3330 Invoice No Invoice Total Sales/Use Tax Summary
VoucherID NEXT Accounting Date 08/15/2016 e Line Total 000 Non Merchandise Summary
Voucher Style Regular Voucher *Pay Terms|NET45 QR petss “Currency USDQ, hudit_Cummunications
Invoice Date El Basis Date Type Inv Date Miscellaneous 5] 2959'0" ?:f;“”s
Invoice Received B [I7ax Exempt || Confidential Freight 3] A:;r::;nis ](DJ
Sales Tax ﬂ Template List
Supplier ID Q Use Tax 000 & Advanced Supplier Search
ShortName Q Control Group Q ot Cnnﬁ{_ienh:.al
Location ) _-EE Supplier Higrarchy
*Address Difference 0.00 Supplier 360
Incomplete Voucher
| Save || SaveForLater Action| V| [ R || Cauale |[[ Pt
{Copy From Source Document
PO Unit @ PO Number @, LPA ContractID Q[ cayro | Copy From Go

Create & 8
: End-User o Void/Stop 1099
Introduction Maintain :
, Roles Supplier m Payments Reporting m
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Voucher Screenshot (Invoice Lines & Distribution Lines Level)

Fawvorites - | PAain Menu - = Accounts Payabhle - = Wouchers - = Addi/Update - > Regular Entry
Invoice Lines (7 Find | View Al First ‘4 1of1 '}/ Last
Line 1 [ICopy Down SpeedChart Q [Jone Asset e
“Distribut Ship To| 2830000001 Q
istribute by | Amount W Sales/lJse Tax
Item Q Description
Quantity Packing Slip
UOM Q
Unit Price
Line Amount 0.00
| Calculate |
w Distribution Lines Personalize | Find | View All | 2| B Fst @ 10r1 & Last
| GLChart | Exchange Rate | Statstcs | Assets | [0
SO line  Merchandise At Quanity LUt PP Fung ENY  Account  AltAcct Program T project Acti
= O 1 0.00 8830 1Q Q Q Q Q Q Q Q Q
L4 >
Save Save For Later |

|
End-U
Role

Create & 8 22
: ser o Void/Stop 1099
Introduction Maintain :
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Approver: Approve and Process Voucher

| AP Approver 1 I — - — — — _____I
I AP Approver 2 SCO AP Approver I | cal ),
-_— . - _— O - - -_— - .. - m=m =l _— s s s .
[ | ' 1 [ | ' 1 [ | ' |
Department
> >
Approval SCO Approval Voucher Post

. uncher can be approved, = Warrants only = Voucher accounting

denied, or pushed back = Voucher can be approved, entry data is Posted in

= Vouchers are routed for approval denied, or pushed back the General Ledger

based on workflow rules = Audit communications (GL)

= Two approval levels per

department

Key Impacts

- Approvals are electronic and based on workflow configured in FISCal.

- Accounting entries are Debit: Expenditure and Credit: AP Liability.

- Accounting entries are automatically recorded in the GL after vouchers are Approved and
Posted.

«  Tracks Audit Communications from SCO AP Approver.

- Denied vouchers goes back to Originator. Pushed back goes back to Department Approver 2.

Create & 8 23
: End-User o Void/Stop 1099
Introduction Maintain :
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Voucher Approval Screenshot

Fawvorites - | Main Menu - > Accounis Payable - > “ouchers - > Approve - > Approval Framework - Vouchers
“Cals,
| Approval || Line Information || Charge Information || Awudit Findings Page
Business Unit 02340 Invoice Number 9700033103
Voucher 00011550 Supplier BELL & HOWELL LLCZ
Invoice Date 07252016 ID 0000003545

Voucher Details

Transaction Currency USD Terms MNet 30
Total 10,333 34 Approval Status Pending
Misc Amt 0.00
Freight 0.00
Sales Tax 0.00

Added By 10009692

Andres Rosales

Use Tax 0.00 Audit Communications Attachments (2)
Entered VAT 0.00 Cash Type ‘Warrant
Details Personalize | Find | View an | &9 | B First ‘4 1 of1 & Last
Remit SetlD Remit Su i itti Scheduled to .
pplier Remitting Address Pay Gross Amit Currency Supplier Mam
STATE 0000003645 Remitting Address 08/M2/2016 10333 34 USD BELL & HO\
< >
Voucher Approval :: Warrant
= BUSINESS_UNIT=0840, VOUCHER_ID=00011550:Pending [#]start New Path
Voucher Approwval :: Warrant
Approved Pending Not Routed
Sirginia Brummels » Multiple Approvers Multiple Approvers
¢ Department AP Apprower 1 (B Deparfment AP Approver 2 _EI_’ I!I SCO Common Pool _EI
O8M1SM6 - 10:22 A

24
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Payment Key Terms

Term Definition

Warrant An instrument drawn by the SCO directing the
State Treasurer to pay a specified amount, from a
specified fund, to the person or entity named

Check An instrument issued by State departments from
their Office Revolving Fund (ORF), General Cash,
or Agency Trust checking accounts

Departmental Involves comparing and matching recorded

Bank business transactions with the bank's

Reconciliation corresponding transactions

Pay Cycle Generates a payment output file for departmental
printing. Each payment is assigned an unique
payment reference ID number searchable in FI$Cal

Create & Create & ; 25
Introduction Erlgi(;l‘lézer Maintain Approve ggl%%tr?tps) Rel%?t?n
Supplier Vouchers Y P 9




Cal

One state. One system.

Payment Processor: Run Pay Cycle

I AP Payment Processor | Cal :
G —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— — —_— _— —_— —_— —_— J
| | ' |} | | . | |
.| Approve Pay s| Payment Post
Run Pay Cycle > Cycle > Create Payments Process
= Department = Review vouchers » [ssue payments from = System process
Payment Processor eligible for payment their Agency accounts creates accounting
can schedule voucher = |[dentify any vouchers = Departmental checks entries for all payment
payment which should be placed will print to a local types
on Hold printer

Key Impacts
- Departments have the ability to run pay cycle for departmental checks in FISCal.
- Pay Cycle details are entered through a Run Control, which is saved for future use.

Create & Create & ; 26
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Run Pay Cycle Screenshot

Fawvorites | Main Menu - » Accounts Payable » > Payments » > Pay Cycle Processing = >  Payment Selection Criteria

-lSCal's,

Payment Selection Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value || Add a Mew Value

=+ Search Criteria

Pay Cycle: 3,

[
Search || Clear |Basic Search [ Save Search Criteria

Find an Existing “alue | Add a Mew Value

Create & Create & ; 27
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Payment Processor: Void/Stop Payments

I AP Payment Processor Sga_l _\Jl
A

C;?:g?lgtei}on S Void/Stop 5' Run Payment 5| Run Voucher Post ‘
Payment Post Process Process
Request
= Department = |nitiate the cancellation = Cancelled = Cancelled
Payment Processor process to stop payment for payments — the Voucher — the
can Void or Stop ORF checks System process System process
payments » The System restores creates creates
encumbrance and reopen accounting entries accounting entries
PO if payment is marked for
Reissue
Key Impacts

- Department ORF checks can be cancelled, stopped or voided payments in FISCal.
- Departments will continue to stop payments on Warrants using Standard 435.
- FISCal restores encumbrance (if applicable) and updates accounting entries in the GL.

Create & Create & 28
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Void/Stop Payment Screenshot

Favorites « | MMain Menu - »  Accounis Payable - > Payments » > CancelMoid Payments = > Payment Cancellation

FloCal's,

Payment Cancellation

Enter any information you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value |

w Search Criteria

Bank SetlD: = W STATE Q,

Bank Code: | begins with s | Q

Bank Account: = W Q
Payment Reference:| begins with |

Payment Method: |= v o v
| Search || Clear | Basic Search E7 save Search Criteria

Create & Create & 29
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Withholding Key Terms

Types of « Attorney
Withholding « Corporation (Medical)
Suppliers » Estate or Trust

* Individual/Sole Proprietor
« Partnership

Withholding Type * 1099-I (interest income) report
« 1099-MISC (miscellaneous) report

Backup FTB and IRS Regulations require agencies to
Withholding Initiate backup withholding of income taxes for
payments made to suppliers that have not provided
valid TIN information

Create & Create & . 30
Introduction Erlgi(;l‘lézer Maintain Approve gg'%%tnotg
Supplier Vouchers Y




Cal

One state. One system.

Supplier Processor: 1099 Reporting

« 1099 Withholding:
« Only applicable to United States-based suppliers
« 1099 files are created at the end of each calendar year

« Suppliers are marked as withholding applicable in the Vendor
Management File (VMF) in FI$Cal

« Voucher lines with reportable account codes paid to suppliers
marked as withholding are captured on the 1099 report

« Departments validate their 1099 data by reviewing the
Reportable Payment Report

« The VMG will generate the annual 1099 report on behalf of all
FI$Cal departments

Create & Create & . 3 1
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Supplier Processor: Reportable Payment Report

« Departments are required to review and validate the
Reportable Payment report three times per calendar

year

— VMG sends communication via CMO channels to
departments with instructions on running the Reportable

Payment Report
« Departments make corrections to reportable data via

the Adjust Withholding page in FI$Cal
— Job Aid: Issuing Corrected/New 1099 2.0

32
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Reportable Payment Report Example

Reoort ID:RPTAP020 FI$Cal Paae No.
REPORTABLE PAYMENTS REPORT Run Date: W6{2017
Run Time: 17:1%:55 PH
[T S-SR L1 [N LN - JENIIN SRR [PRpR | IO (R LI ER—-——— 1 N B P N
AP Buziness Unit: X352 Example Pepartable Payment Dept Payment Method: Al Method:
Payment From Date: (H0N2016 Jurizdiction: Al
Payment Through Date: Yithholding Type:
Chartfield Attributes
Account: Al Fund: &Il GL Business Unit:  Example Reportable Payment
Yendor ID Yendor Hame Yeador Class Yithkoldina Yendor
0000000203 WIND DANCER MOYING COMPANY | ¥
Cla Class Descrintion Yithholdina Summare Pavment
T Non-Emolovee a0 6d545133
Pavment  Youcher livoice Iavoice  Invoice Wthd Detail Pavment Amoust
BHMR0ME (0022003 160313 HHRME 1
Total by ¥endor :
0,00
Yeudor ID Yendor Hame Yendor Class Withholdina Yendor
0000000521 TOZIERS OFFICE PRODUCTS 3 ¥
Cla Class Descrintion Yithholdina Smmary Pawment
T Non-Emolovee 10 65347034
Pavment  Youcher [Inroice Ivroice  Invoice Wekd Detil Pavment Amonat
10HE2006 00023570 5243 1002016 1 o
Cla Class Descrintion Yithkoldina Summary Pawmeat
7 Nen-Emoloves 10 EE34T035
Pavment  Youcher livoice Iavoice  Invoice Wthd Detail Pavmest Amount
10MBI2016 00028563 52453 101442016 1 o
Cla Class Descrintion Yithholdina Smmary Pawment
T Non-Emoloves 10 65380531
Pavment  Youcher [lwroice Inroice  Inroice Wihd Detail Pavment Amonat
10f24f2006 0002850 524a2 1002016 3 o

33
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Adjust Withholding Page

Favorites |

Main Menu - E

Suppliers - > 10899/Global Withholding - > Maintain - > Adjust Withholding

FloCal,

Withholding Adjustment

Enter any information you hawve and click Search. Leawve fields blank for a list of all values.

| Find an Existing Value |

» Search Criteria
Supplier SetiD BTATE

Supplier 10| begins with |
Supplier Location | beging with |

Search || Clear | Basic Search & Save Search Criteria

Key Impacts

* Suppliers are marked as withholding applicable in the VMF in FISCal.
* 1099 Reports.

Create & Create & . 34
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Next Steps

« Share BPW materials at your department
« Review with your FI$Cal CMO Department Readiness Coordinator

o ldentify and work on updating internal department policies, processes,
and documentation

o Start adding Suppliers to FI$Cal — Work with your procurement shop

« Role Mapping Workshop — Workshop to review the FI$Cal Role Mapping
Template, answer any questions about the roles presented in BPWs, and
begin assigning end-user roles

« User Acceptance Testing — Sessions to validate role mapping and
configuration

Create & Create & ; 3 5
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